Retail Nursery Position Description Template

1. Position Details

Job Title:

Department/Section:

Reports To:

Supervises:

Employment Type: (Full Time / Part Time / Casual / Fixed Term / Contract)

Location:

Award: (Retail Award 2020 / Nursery Award 2020 or other applicable Award)

Classification Level:

Employment Status: Permanent / Temporary / Casual

2. Position Purpose

Provide a brief overview (2 to 4 sentences) explaining the purpose of the role and how it contributes to the success of the business.

Example

The Retail Nursery Assistant supports the day to day operation of the garden centre by delivering exceptional customer service, maintaining high quality plant displays, assisting with sales and stock management, and contributing to a safe, welcoming and profitable retail environment.

3. Key Responsibilities and Duties

List the primary duties performed within the role.

Examples

· Welcome customers and provide friendly, professional service.
· Assist customers with plant selection, product recommendations and general gardening advice.
· Maintain plant health through watering, pruning, fertilising and monitoring for pests and diseases.
· Receive, unpack, label and price incoming stock.
· Maintain attractive, clean and well presented retail displays.
· Process customer purchases accurately using the point of sale system.
· Assist with stocktakes, inventory management and stock rotation.
· Maintain clean and safe work areas throughout the nursery.
· Assist with opening and closing procedures.
· Participate in promotional events, workshops and seasonal merchandising activities.
· Follow company policies, biosecurity requirements and safe work procedures.

4. Key Performance Indicators (KPIs)

Performance may be measured against indicators including:

· Delivery of high quality customer service.
· Achievement of individual or team sales objectives.
· Plant quality and presentation standards maintained.
· Stock accuracy and inventory management.
· Completion of daily operational tasks.
· Compliance with company procedures.
· Attendance, punctuality and reliability.
· Positive contribution to teamwork and workplace culture.

5. Skills, Qualifications and Experience

Essential

· Certificate II or III in Retail Nursery or equivalent industry experience.
· Sound plant knowledge and enthusiasm for horticulture.
· Excellent customer service and communication skills.
· Ability to work effectively in a busy retail environment.
· Ability to prioritise work and manage multiple tasks.
· Commitment to workplace safety and teamwork.
· Ability to perform the inherent physical requirements of the position, with reasonable adjustments where required under applicable legislation.

Desirable

· AQF3 Chemical Handling qualification.
· Point of Sale (POS) experience.
· Forklift licence (where applicable).
· Current driver's licence.
· Basic computer skills.

6. Inherent Requirements of the Position

This position requires the employee to be able to:
· Stand and walk for extended periods.
· Lift, carry and move plants, pots, bags of growing media and other products in accordance with safe manual handling practices.
· Bend, kneel, reach and undertake repetitive physical activities.
· Work both indoors and outdoors in varying weather conditions.
· Operate trolleys and other nursery equipment safely.
· Perform manual handling tasks safely and in accordance with workplace procedures.
Reasonable workplace adjustments will be considered in accordance with relevant legislation.

7. Employment Conditions

Examples include:
· Ordinary hours of work are as rostered and may include weekends, public holidays and seasonal trading periods.
· Overtime and additional hours may be required in accordance with the applicable Award and business requirements.
· Employees are required to wear the approved uniform and personal protective equipment where provided.
· A probationary period may apply in accordance with the employment contract.
· Employees must comply with all workplace policies and procedures.

8. Reporting Relationships

Reports to: Retail Manager

Works closely with:
· Sales team
· Nursery staff
· Dispatch team
· Administration team
· Suppliers and customers

9. Authority and Decision Making

Employees are expected to:
· Resolve routine customer enquiries.
· Escalate customer complaints where appropriate.
· Recommend stock replenishment.
· Process transactions and refunds in accordance with company procedures.
· Identify maintenance or safety issues requiring management attention.

10. Work Health and Safety Responsibilities

All employees are responsible for:
· Complying with the Work Health and Safety Act and company procedures.
· Taking reasonable care for their own health and safety and that of others.
· Correctly using personal protective equipment.
· Reporting hazards, incidents and near misses promptly.
· Participating in safety training and consultation.
· Maintaining clean, safe and organised work areas.

11. Compliance Responsibilities

Employees must comply with all relevant:
· Company policies and procedures.
· Work Health and Safety legislation.
· Biosecurity requirements.
· Environmental management practices.
· Privacy obligations.
· Employment legislation.
· Industry standards applicable to the role.

12. Confidentiality

Employees are expected to maintain the confidentiality of all business information including customer information, pricing, supplier information, financial information and other commercially sensitive material obtained during employment.

13. Behavioural Expectations

Employees are expected to:
· Treat customers, suppliers and colleagues with respect.
· Demonstrate professionalism and integrity.
· Work cooperatively within the team.
· Communicate openly and respectfully.
· Support a positive workplace culture.
· Represent the business professionally at all times.

14. Company Values and Culture

We are committed to providing quality plants, trusted advice and outstanding customer service while fostering a workplace built on teamwork, professionalism, sustainability, continuous learning and respect.

15. Equal Employment Opportunity

Our business is committed to providing an inclusive, respectful and equitable workplace. Employment decisions are based on merit, qualifications, experience and business needs. Reasonable workplace adjustments will be considered in accordance with applicable legislation.

16. Position Flexibility

The duties described in this Position Description are intended to describe the general nature of the role and are not an exhaustive list of responsibilities. Employees may be required to undertake other reasonable duties that are consistent with their skills, experience and qualifications to meet operational requirements.

17. Position Description Disclaimer

This Position Description outlines the primary duties and responsibilities of the role at the time of publication. It does not form part of the employee's contract of employment and may be reviewed or amended by the employer to reflect changes in operational requirements following appropriate consultation where applicable.

18. Document Control
Document Version:
Effective Date:
Review Date:
Approved By:

19. Employee Acknowledgement

I acknowledge that I have received, read and understood this Position Description. I understand the duties, responsibilities and expectations of my role.

Employee Name: _______________________________________

Employee Signature: ___________________________________

Date: ________________________________________________

Manager Name: ________________________________________

Manager Signature: ____________________________________

Date: ________________________________________________

